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ABSTRACT „ ' 

The findings of "A Task Analysis of Library Jobs in 
the State of Illinois" (ED 040723) , the SERD Report (Social, 
Educational Research and Development, Inc.), are evaluated and 
applied to academic libraries in this study. The tasks are grouped* by 
function and by training time order, and then arranged in task 
clusters by performance level. (Related documents are LI 003 855 
through LI 003 857.) (SJ) 
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TASK ANALYSIS OF LIBRARY JOBS IN THE STATE OF ILLINOIS: 

A WORKING PAPER 

In 1969-70, an advisory committee drawn from the Illinois Library 
Association's ad hoc Committee on Manpower Education and Training, the 
Library Education Division and the Library Administration Division of 
the American Library* Association received funding from the Library Serr 
vices and Construction Act through the Illinois State Library for a 
proposed task analysis study of libraries in Illinois. The committee 
selected Social Educational Research and Development, Inc. (SERD) , 

Silver Spring, Maryland, to conduct a task analysis study of the work 
being performed in eighteen Illinois libraries of varying sizes and types. 
The report was submitted in May, 1970. (See "Task Analysis Study in 
Illinois:- Phase I of a Cooperative Project", American Libraries 2:312- 
314, March, 1971). The study identified 1,615 tasks, each of which was 

rated on fifteen scales, and the resulting list of tasks with their in- 

■ .*/. ■ *• ' 

dividual ratings was arranged and. printed in training- time order. 

There was a great mass of useful information contained in the report 
but in an essentially unusable format. Up to this point the data had 
not been analyzed or examined from the point of view of professional 
librarians, therefore the committee appointed three practicing librarians 
to rearrange and manipulate the data s^ as to develop instruments which 
library administrators can use to improve manpower utilization in their 
own institutions, to measure the effectiveness of their current practices, 
and to apply in the resolution of personnel problems* This paper will 

. o 

address itself -to the needs and problems of academic libraries. _ . 

In an attempt to make these conclusions as widely applicable as 
possible, only those tasks which could not take place in an academic 
library have been deleted from this study. The remaining 990 tasks 

include considerable duplication and they could not all be performed in 

\ 1 • 

one library. This was done deliberately to reflect the great range of 
procedures found\in large and small institutions and to provide for the 
variety of techniques utilized, depending upon the degree to which the 
library has automated. Given the foregoing conditions, it has not been 



possible to write position descriptions, since they require both an exact 
lcnowledge of the procedure followed by the person holding the position and 
the amount of time he spends performing each phase of the work. Instead 
the tasks have been grouped by (1) function (i.e ., administration, catalog, 
reference, etc.) and v; o i thin it by (2) training time order (the amount of 
formal education plus on-the?-job training that is required for the perform- 
. ance of a £fc;en task), and arranged in "task clusters" by performance level- 
that is clerical, professional, etc. The data was then analyzed to produce 
the statistical information on Tables I-VII which provide profiles of the 
varied intellectual, educational and judgemental qualifications required by 
categories of library jobs. The job summaries define position levels, list 
the duties and qualifications determined by SURD, and comment upon these 
findings from the point of view of.a practicing academic librarian. 

The advantage of this approach is that the task clusters, can be used 
by administrators as a basis for evaluating and realigning present . positions 
or constructing future positions in a wide variety of work situations. It , 
allows the supervisor to choose those tasks appropriate to his own depart- 
mental function whereas a job description written for a hypothetical po- 
sition may or may not be applicable to his situation. A second advantage • 
is that clustering all like tasks in each functional area regardless of 
•the number of positions that may be needed to perform such duties in + a 
given library circumstance makes it possible/ to analyze the data on the 
basis of all the work performed in that areaj and draw conclusions applicable 
to a wide range .of positions engaged in similar functions, 

SERD sorted the tasks by categories similar to those used in the 
Descriptive List of Professional and Non-professional Duties in Libraries 
published by ALA in 1948, One of the problems in using this classification 
by type of activity is that several of the activities classified separately . 
are generally carried on in one location and by. one group of employees in 
the^library while other activities classified together are generally carried 
^n^in different areas of the library by different groups of people. For 
example, category 7, "Collection Maintenance” includes such tasks as repair 
of AV equipment, inspection of bound journal volumes returned from the 
bindery, replacement of soiled and damaged card catalog cards, and weeding 
damaged volumes from the .collection. In most libraries the first task would 
be handled by an AV technician or an outside repairman, the second would 
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take place in the bindery, the third in the catalog department,*' and the fourth 

4 

in the circulation department. At the same time category 3 contains all the 
tasks, relating to cataloging and processing. In medium to large libraries 
processing takes place - in work areas where mending, binding, marking and other 
tasks of this type requiring similar supplies and equipment can be centralized 
and efficiently utilized. Therefore, all tasks have been reassigned and re- 
grouped into the following categories: 



f ; 



; N % 
' X 



! I r 
; ; 

; *1 



t ' 



0 

ERIC 



X. Administration 

A. Director and Associate Director 

B. Administrative Secretary and Clerk 
C! Collection Development 

D. Budget 

E. Planning 

F. Personnel 

G. Public Relations 

H. Systems Analysis 

I. Department Heads (Middle-management) 

J. Copy Center 

K. Mail Room 

II. Bibliography 
III. Order/Search/Serials 
IV. Catalog 
V,. Bindery . 

VI. Patrons Services 

& 

VII„ AV Department 
VIII. Circulation 

IX. Interlibrary Loan 
X. Reference 
XI. Photo Lab 

XII. Building Maintenance ? 

* 

XIII. General Tasks 



The two manpower statements of the profession, Library Education and Man- 
power (statement of policy adopted by the. Council of the American Library 
Association on June 30, 1970) and the "Subprofessional or Technical Assistant: 
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a Statement of Definition” (see ALA Bulletin .62:387-97, April, 1968) were 
used as guides to provide categories in which to arrange the tasks. Though 
the categories suggested by the two vary somewhat, they are essentially 
similar in their definitions of the entering level (Clerk, Library Clerk) 
and the skilled level (Library Technical Assistant, Technical Assistant) . 

The main differences are^ that the Library Education and Manpower policy does / 
not definitely state that the entering clerical level positions require a 
high school diploma while the subprofessional statement does, and that the 
policy suggests three classifications of supportive staff below the profession- 
al level while the "Subprofessional or Technical Assistant" report recommends 
two. 

For the purposes of this paper, all non-professional tasks have been 
clustered on two levels: clerk' and library clerk for the entering level, 

technical assistant and library technical assistant for the more advanced 
level. Task clusters defined as clerical in nature are restricted to the 
performance of "simple tasks related to typical library goals and functions 
but limited to strict adherence to specific routines and procedures",^ Ad- 

V 

mittance to this level assumes a knowledge of clerical and secretarial 
practices but does not require formal study of library subjects. Library , 
terminology and procedures are learned on the job. It quickly became ap- 
parent that there were a large number of tasks that could be performed by 
persons with very little formal schooling, i.e. fifth, eighth, or tenth grades. 
Therefore the clerical category has been divided into two sections: (1) senior 

clerk (those duties that require a high school education or its equivalent) 
and (2) junior clerk (those duties that require two years of high school or 
less). In several areas it is entirely possible to construct jobs that will 
not require more than an eighth cr tenth grade education: notably Binding/ 

Mending/Processing, the Photo Lab, Circulation, Order, the Mail Room, etc. 

It remains to be seen whether the volume of work in actual library situations 
is such that full time positions are practical on this level. The data suggest 
that tfney may be. 



American Library Association. Interdivisional Ad Hoc Committee of the 
Library Education Division-vand -the Library Administration Division. "The 
Subprofessional or Technical Assistant: A Statement of Definition." ALA 

Bulletin, LXII (April, 1968), 392. 
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Those who possess some technical expertise either related to library skills 
such as bibliographic searching, interlibrary loan procedures, etc,, or related 
to special techniques used by the library to attain its goalSj such a& photo 
lab or audio visual skills, are employed on the technical assistant or library 
technical assistant level. Admittance to this classification assumes post-high 
school training, i.e. two years of college, an A. A, degree in either library 
skills or in business skills that can be used in a library (accounting, personnel 
supervision, etc.), or technical courses relevant to library operation. The 
statement on subprofessional personnel also accepts "progressively responsible 
experience as a library clerk that has led to proficiency in one or more of 

r 2 

the functional areas" as a valid qualification for appointment to this level. 

In view cf the increasing insistance of the Federal government that univer- 
sities receiving federal funds for research projects, library development and 
student aid make a reasonable effort to recruit, train, and promote members 
of disadvantaged and minority groups, it seemed necessary to carefully study 
^the nature of the work performed in libraries to insure that the required 
educational and promotional qualifications would indeed reflect the demands 
that the job.s would, place upon the workers* skills and educational background. 
Difficulties of this type began to appear immediately in the library associate 
and associate specialist categories of the policy' on Library Education and Man- 
power . There were almost no tasks below the professional level that clearly 
required a BA. or BS for their performance ov7ing to the fact that eacn task 
taken individually describes a relatively limited action which rarely requires' 
a broad educational background. In the case of this category it seems necessary 
to have a complete position description encompassing varied responsibilities 
and requiring specialized knowledge before accurate assignment' can be made. 

The most promising locations for associates seem to be in the areas of ready 
reference, public and technical service duties requiring subject knowledge in 
branch libraries devoted to those specialties, and administrative duties requiring 
accounting, personnel, public relations or some other expertise of that type. 

On the professional level there is little distinction drawn between senior 

and junior duties in the task clusters. Instead they are arranged by function 

• > « 

with both the training time ?'s and 8's grouped together. However, the job 

summaries in Part III point out the level at which the tasks may be performed 
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2 Ibid. ’ * 



depending upon such variables as the size and organization of the lib'rary. 
Admittance to this level assumes attainment of the MLS for professional 
librarians and a masters' degree in a subject field for the specialist. The 
senior level assumes additional formal education in. relevant subject fields 
or advanced work in library science plus practical experience, or informal 
education; reading, additional . coursework , seminars, institutes- --all the var- 
ious forms of continuing education — in addition to increasingly responsible 
and difficult work experience. 

Once the tasks were sorted, by functional atea and clustered by difficulty, 

V ' / 

those tasks that seemed to be badly misplaced were reassigned to more appropriate 
grades (indicated in the task clusters by circling the SERD rank and typing 
the reassigned rank directly below the circled number). Clearly, there could . 
be no thought of reevaluating and questioning every rank assigned in the SERD 
report since this would simply be to redo what had already been done. However, 
tasks that seemed to be assigned a very low rank on the training time scale 
were adjusted upward with an explanation in. the job summary for that task 
cluster. Particular attention was paid to SERD ranks 6 and 7 which mark the 
difference between nonprofessional and professional tasks. 

At this point,* the tasks were separated by professional and non-professional 
in each functional area. They were then analyzed by three of SERD's scales : 
Worker Functions which measures the orientation of tasks to data, people or 
things; General Educational Development which measures the level of reasoning, 
mathematical r and linguistic ability required for the performance of each task; 
and Worker Instructions which measures the amount of judgement the worker must 
utilize in task performance. The results of the analysis are tabulated in 
Tab les I-VII . 

Following the tables is a series of brief narrative statements summarizing 
the tasks assigned to that level, pointing out the conclusions to be drawn from 
the analyses and commenting on the findings. The last section consists of the 
tasks themselves. 

Finally, there are a few observations to be made about the libraries in 
the study. Of the eighteen libraries, nine are in the Chicago metropolitan 
area, two are in the St. Louis metropolitan area, and four are in the Rockford ^ 
metropolitan area. The remaining three are scattered, tV7o in small towns in 
Southern Illinois, the other in a small city in Western Illinois. There arc 
five school libraries, four public libraries, three special libraries, three 
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college and university libraries, one state library, one processing center and 
one public library system. Of the ‘three college and university libraries, two 
are college libraries (one a public two year community college and one a private 
liberal art's college) and one public university library with two compuses a 
considerable distance apart. The two" year school was recently established and 
is not yet listed in the American Library Directory , The liberal arts college 
has a collection of 135,000 volumes and nine professional librarians. The 
university has a total collection of 1,689,000 volumes and a professional staff 

of 91, Since there was no way of knowing where most of the tasks \priginated 

a J 

and since there was only a limited sampling o£ academic libraries, concerted 

effort was made to delete only those tasks that could not take place in an 

academic setting as was stated eralier. Conversely, tasks that were definitely 

stated to have taken place in another kind of library, but which could also 

take place in an academic library and for which there was 'no equivalent task 

labeled "college" or "university", were also included in the study. Most of 

these came from a highly sophisticated special library whose functions are 

analogous to those of an academic or research library , 

There are several drawbacks to the SERD report that serve to make forking 

* 

with the data- difficult and that should be considered in evaluating the results 
of studies based on it. First and most important is the problem of overlapping 
and duplicate tasks. The following-six tasks illustrate several aspects of 
the problem: 
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and accuracy completed book ' ' *, 

order forms received from 
members in library system' 

0821 Examines for completeness. 2 2 3113 12 0282 333 2 4 1 11 

and accuracy order forms for 
.periodicals received from 
members in library system • 

0392 Checks order cards submitt- 2 2 3113 02 0 2 8 2 334 3 4 1 09 

ed by teachers, staff and 
students for accuracy *amd 
completeness before deposit- 
ing in consideration file 
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0686 Examines for completeness 2 
orders for titles and AV 
materials from K-8 school 
library and transmits to 
secretary for typing of 
purchase order 

0751 Reviews order forms from 2 < 

patromand checks to see. 
if title is on order, if 
title has. been purchased 1 
and is on fi Jffe, ai\d whether 
information /supplied on order 
form is complete 

First: .the same ’skill is described several times i . In this case all of the 

above tasks describe the samc'action (that of checking to sec that the order 

* l 

form has been completely filled in). There* is no way of determining, therefore, 

' • • # ■ ~v 

exactly how many of the total 1,615 tasks defined by SERD really are distinct 
duties as opposed to variation of the same basic skill. Nor is it possible 
to determine whether the number of tasks discovered by SERD in a functional 
area gives a representative indication of the actual amount of work goyig on 
in this area in libraries. 

\ Second: different descriptor worlds are utilized to define the same 

- ski\J in different locations. The six tasks noted above, use three verbs 
(checks, examines, reviews) and four terms for the objects (order forms, orders,, 
order cards, and book order forms). Another example can be found in circulation 
with tasks 1451, "Inserts reserve order form (with patron's name) in titles . 
and shelves alphabetically by last name^f^atron" and 15.33, "Inserts reserve 
slip in. book and files alphabetically tfy name ol^vatron requesting book". 

These two task statements use two verbs (shelves and files) and two sets of 
terms for the objects (reserve slip and reserve order form) and (titles and 
books). The vocabulary ought to be standardized to make identification of 1 
duplicate tasks easier, to emphas ize ’the basic similarities of the skills found, 
and to facilitate grading the tasks. 

Thijd: tasks or actions that can be broken down into smaller components 

are combined in one description, greatly increasing the number of times a 

* , , . •» - * 

Single skill is described. Tasks 0392 and 0686 add a second action to the one 

described above (depositing the checked orders in the consideration file and 

• i ° ' 

transmitting the chgckcd orders for typing respectively) , whi le task 0751 adds 
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two additional actions (checks to see if title is "on order or if title has . , 

f * „ 

been purchased) thus .overlapping with two. additional .tasks . (see 0723 and 0751,- 
SERD repprt, pp. 83-84). Furthermore, a number. of tasks combine both pro- 

i „ * 

fessional and/ non-professional duties in the same task statement (see 0199, 

. ■ • * ■» 

p. 60) which not only makes it significantly more difficult to scale the tasks 

properly but also to assign the task to the proper" performance level. It’ 

tends to make the tasks less universal by restricting the kinds, and sizes* of 

libraries -to which the skill described could apply. . 

' “ . ' • >■ " 

It seems •more rational to list all tasks as single actions, insofar as 
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possible and to limit' multiple “action ’tasks .to those that cannot be broken 

. \. • . 

down without destroying the meaning of the description. It is interesting 



tp note that ^11 six of the above tasks are described as specific tasks, 



that is\to say " isolated, independent, and narrow as 'opposed to general tasks 



Moreover, descriptor words should be stan- 



which include several afctions".' 

- V 

dardized and tasks should not be differentiated because of their physical 



location or because they deal with various formats. The six above tasks can 
be simplified in the following manner: * 



Checks to see that, order form is complete and accurate. (0266, 0472, 0821, 
0751, 0686, *0392) ' ' ' 

Checks ovder form against order file to see if title is on order or has 
been purchased (0751) ■ ' ' . . ^ 

Deposits *order .forms in consideration file (alphabetically by author? 

• / ' ’ * title?) (0392) ■ , 1 • ’ ' 

Transmits order forms to clerks for typing of purchase orders (0686) . 



Neither of the* final two tasks is recommended as a model, form for task descript- 

won d^rii 



ions since the verbs are so unspecific -trs to leave one wondering what they mean; . 
They are presented solely as examples of the way in*"wlvich terms can be standard- 
ized and tasks broken into integral units or skills, while retaining sufficient 

■ .. . ’ t 

inf ormation to . identify and evaluate them. As can be seen by the scales in the 
cited. tasks, there is remarkable /uniformity in the grading. This seems to : 
support the contention that the skills are basically the same. As far as scaling 
"/ \ ‘ . :■ . 



Social., Educational Research, and Development, Inc, A Task Analysis of 
• Library Jobs in the State of Illinois . - Silver Spring, Maryland, 1970, p, 14, 
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goes, it makes' little difference whether the information on the order form per- 
tains to a monograph, a serial, a film, etc., or whether the search takes place 
in a school, public or university library. There is enough variation between 
the procedures in two di fferent libraries of the same type (e.g. a 100 year 
old private university library with 3,000,000 volumes vs. a 15 year old state 
university with 400*000 volumes or a 1,500, 000 volume urban public library vs. a 
35,000 volume suburban public library) that simply stating the kind of library 
the taskjis performed in*has no relevance to the Waning of the task. On the 
other hand, there may be ^additional information that: has a strong bearing on 

the task meaning such as: checks order forms in foreign languages. This ought 

\ " . \ 

to.be a part of the task statement. , 

Among other minor problems there are a number of task descriptions so 
badly written that they seem virtually meaningless. Tasks 1500, ‘‘Provides 
graphic art specialist format and plan for development and technical processing 
for using materials and equipment in university level curriculum 1 ', and 0397 
"Selects book selections for library from cataloging department by checking 

n ' 4 ■ 

against original requests 11 and will suffice as examples of this type. Such 
tasks were encountered in all areas. 

It is not possible to identify the kind of library in which most of the 
tasks took place.' While this is unimportant in the °task statement, it would 
have been very convenient if a certain digit in the task number had identified 
the origin of that task in order to manipulate the data by computer. For 
example, the tasks found inwall kinds of libraries could have been identified, 
the tasks found in one type . could have been matched against those found in 
another type, and so forth. The resultant data would have been based on the 
certainty that all the tasks identified as existing in certain kinds of librar- 
ies did in fact take place there. This would have required, hov7CVcr,.a different 
approach in the basic study;- A representative of each activity would have to 
be interviewed in every library at least until a particular skill was identified 
as taking place in a certain kind of library. 

Regarding interviews, the interview published on p.12 of the SERD report 
leaves one with the uncomfortable feeling that the interviewer's superficial 
knowledge of the tasks involved in book selec^^n seriously hampered his iden- 
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tifying the essence of the job, Almost all the questions measure quantity, 
not quality and the effect is to call .into question the validity of those 
interviews dealing with staff engaged iu intellectual skills. 

In conclusion, the SERD report has been an immensely useful study. It i 
could have been improved if a professional librarian had been involved in I 
planning the interviews and writing and scaling the tasks, if the vocabulary | 
„ had been standardized, if the task statements had been more carefully written, 
if duplication had been eliminated, if task location had been identified, But 
it is still an extremely valuable piece of research. The fact that 990 of 
’ the 1600 r ;tasks * or about 2/3 could have been performed in academic libraries 

jv 

even though they constituted only 1/6 of the libraries in the study indicates 
that very similar tasks are going on in all libraries. It should serve as 
a unifying force for the profession. It is very useful as a source for job 
descriptions. The ALA List of Professional and Non-professional Duties in . 
Libraries contains only 270 tasks. The Library Association's Professional 
and Kon-profess ional Duties in Libraries lists 299 tasks. Even allowing for 
extensive duplication the SERD report contains many times that number. Further 
more, the scales provide a wealth of analytic information that is not avail- 
able anywhere else and that lends itself for use in restructuring and re- 
aligning duties to construct new jobs, And it will serve as the base from 
which additional research is conducted for many years to come. 
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16.7 8.3 


11.6 


0>‘ 


r 

4.2 


0.8 


•*A' i 




23.9 








3.7 








z;6 


16.1 


46. 1 




0.9 


3 6 




1.3 


1.9 


28.9 
























29.7 


3.7 . 
























0.9 


13.4 




4.2 


6.9 






4.3 


6.3 




7.4 


1 














































88.9 








50.0 


100 


100 


100 


100 


4.6 

100 


96,3 


27.0 


73.0 


5.7 


94.3 


25.0 75.0 


45.5 


54.5 


10.9 


89. r 


a 

13.8 


116.2 


69.6 


30.4 




100 


81.5 


18.5 i 












100 


100 


100 


100 ■ 


100 




100 




100 




100 


100 








39 


6 


13 


31 


108 






78 




52 


12 




112 


118 


29 




46 




16 


9 


' 27 


i ' 




.2 


4.0 


0.6 


1.3 


3.1 


10.9 




7.9 




'5.3 


1.2 




11.2 


11 


.8 


2. 


9 


4. 


7 


1.6 


1.0 


2 


•7 





16 



O 

ERIC 



I 

if 

j 

■*■ 

4. ’ 
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IV. WORKER FUNCTIONS 



B. PEOPLE] Etch task was rated according to the extent to which 
It required Interaction with other people. Eight 
Iteaa were Included on thla scale, . * 



ADMINISTRATION 



li 



ill: 





Director 6 


Ada. Secy, . 


Collect, 










Associate 


Ada. Clerk 


Develop, 


Budget 


Planning 


personnel - 






P 


NP 


P 


P NP 


P NP 


P NP 


1. 


Taking Instructions,, 
















helping, serving 




31.8 










2. 


Exchanging Information 




25.1 




8,6 


22.9 12.5 


18.0 20.0 


3. 


Counseling, persuading, 
















diverting 


2b.it 


23.1 








4.0 


4 , 


Supervising 


11.3 


4.5 


7.7 


17.1 8.6 


16.7 6.3 


14.0 Ft. 0 


5. 


Consulting, Instruct- 








• 








ing, treating 


41.5 




30.5 


5.7 5.7 


2.1 


10.0 2.0 


6. 


Negotiating 


17.0 




30.7 


8.6 


18.7 


8.0 


7. 


Mentoring 














8. 


Not Applicable 


3.8 


38.6 




22.8 22.9 


8.3 12.5 


4.0 12.0 




Sub-total (X) 








54.2 45.8 


66.6 33.4 


58.0 42.0 




Total (X) . 


100 


100 


100 


100 


100 


100 




No. of Tasks 


53 


44 


13 


35 


48 


50 




X of Total Tasks 


5.4 


4.5 


1.3 


3.5 


4.9 


5.0 



Public 

Relations 



System 

Programmer 



Department Copy 
Head a . '‘Center 



Mall 

Room 



10.2 



2.6 

2.6 

2.6 



100 

39 



• \ 



• i 



i , 



ill 



O 

ERIC 



17 



.1 






BIBLIOGRAPHY 5LAKC11-0RL 



NP 


P NP 


p 


... NP 


NP . 


P 














10.3 


8.3 


2.6 


50.0 


30.8 


6.5 


15.2 


8.3 8.3 


20.5 




7.7 


54.6 


2.6 












7.7 


8.3 


40.7 t 


16.7 




6.5 




8.3 . 


10.2 












7.7 






12.8 






2.6 








71.7 


49. 9‘ 50.1 










) 


100 


100 


100 


100 


■ 100 


i 


12 


39 


6 


13 


31 


i.O 


r.2 


4.0 


0.6 


1.3 


3.1 



2.7 22.2 



2.8 

0.9 1.9 



4, 5 -95.5 
100 
108 
10.9 



\ 




* 



* 




.1 















' 0 






PATRON 


AM 10 




1NTERL1B, 




PHOTO 


BUILOING 


GENERAL 


-i 










■ BIBLIOGRAPHY 


SEARCH-ORDER 


CATALOG 




BINDERY 


SERVICES 


VlbUAL 


C1RCI\ ff. 


LOAN 


REPERENCK 


LAB. 


MAIN. 


TASKS 


'* 


ms 


Oepirtmcnt 


Copy 


Kail 






























dimmer 


Heads 


Center . 


Rooa 
























. 






NP 


P 


« NP 


NP 


P 


P NP . 


P / NP 


P 


NP 


P NP 


P NP 


P NP 


P NP 


P NP 


P NP 


P NP 


P NP 


• *'■» 




2.6 


50,0 


30,8 


6.5, 


2.8 






7.7 


8.3 


0.9 8.0 


17.8 


3.4 I 8 


15.1 8.7 


6,3 




14.8 


* V* 


i.3 


20.5 




7.7 


54.8 


2,7 22.2 


9*0 




5.8 


8.3 33.4 


7.1 7.1- 


3.5 20.* 


3.4 27.7 


17.4 10,9 


6.3 




37.1 


i 






















1.8 . ■ 


0.8 


3.4 


2.2 












48,7 


16,7 




' 6.5 


0,9 8,4 
























\ : \ 














5,1 3,8 


1.9 


7.7 


8.3 33.4 


8.0 -4.5 


4.2 7.7 


10.3 


8.7 


12.4 








































25.9 






10.2 








2.8 


4.3 




3.9 




10.6—6.3 


— 0.8- 1.7- 





• 17.4 - — 2.2 




. . 


" • — 


— -v 




7.7 






12.8 


0.9 1.9 








8.3 


6.3 ’0.9 


1.7 




4.3 






7.4 






2.6 










- 








4.5 


t 




2.2 






3.7 
















20.5 60,3 


3.8 


69,2 




6.3 27.7 


2.5 39.0 


38.0 


2.2 8.7 


75.0 






l 


>.l 










4.5 95.5 


26,9 73.1 


5,7 


94.3- 


24.9 75.1 


45.5 54.5 


11. 0 89.0 


6.8 93.2 


69.5 30.5 






81.5 18.5 


' 




100 


100 


100 


100 


100 


100 


100 


100 , 


100 


100 


‘100 


100 


100 


100 


100 


i ' 




39 


6 


13 


31 


108 


78 


52 


12 


112 


*118 \ 


29 


46 


16 


9 . 


• * 27 




2 


4,0 


0,6 


1.3 


3.1 


10.9 


7.9 




5.3 


1.2 


11.2 


' 11.8 


2.9 f 


4.7 


1.6 


1.0 


2,7 


\ 
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IV. ‘WORKER FUNCTIONS 



C. THINGS; '-... Each task wu-i rated according to the extent to which 

it involved the uae of things. Eight iteas were used. 






ADMINISTRATION 



BIBLIOGRAPHY SEAACH-OROE 



J 



'll 



II 





- 


Director & 


Adra. Secy. 


Col lect. 








Public 


Systems 


Departocnt 


Copy 


Hall 












Associate 


Ada. Clerk 


Develop. 


Budget 


Planning 


Peraonnel 


Relations programner 


Head* 


Center 


Room 












P 


NP 


P 


P NP 


P NP 


P W 


P 


NP 


P NP 


P 


NP 


NP. "" 


\ P 


P 


NP 


1. 


Handling •» 




11.4 


7.7 


















46.1 




J 


2.6 


2. 


Monitor log 




6.8 






2.1 


2.0 




2.6 




5.1 


16.7 


7.7 


6.5 




4.6 


3. 


Servicing 
















2.6 * 














X’* 


4. 


Operating o 




52.3 




5.7 22.9 


6.2 12.5 


8.0 14.0 


2.6 


25.6 


6.3 16.8 


7.7 


66.6 


• 30.8 




0.9 


32.4 


•>. 


Prcparlng/Sct «p 


24.5 


15.9 


30.8 


34.3 8.6 


41.6 4.2 


22.0 4.0 


i?,3 


20.5 


25.0 


33.3 


16.7 


7./ 


32.3 


0.9 




6. 


Maintenance 


























3.2 






7. 


Storage/ReVf Lzrzi 




9.1 




11.4 


6.3 


2.0 6.0 




12.7 


• 8.3 


2.6 




7.7 


3.2 


0.9 


30.6 


1. 


Not Applicable 


75.5 


4.5 


61.5 


14.3 2.8 


18.8 8.3 


20.0 14.0 


15.4 


7.7 


33.3 8.3 


51.3 






54.8 


1.8 


5.6 


9. 


Other 














28.3 


71.7 


49.9 50.1 










4.5 


95.5 




Subtotal (X) 








54.3 4 5.7 


66.6 33.4 


58.0 42.0 


100 




100 


100. 


100 


100 


100 


100 




Total (X) 


100 


100 


100 


too 


100 


100 


39 


j 


12 


39 


6 


13 


31 


IC8 




No. of Tasks 


53 


44 


13 


35 


46 


50 


4 


.0 


1.2 


4.0 


0.6 


1.3 


' 3.1 


10.9 




X of Total Taaks 


5.4 


4.5 


1.3 


3.5 


4.9 


5.0 





















ts . 



u 



19 



■ IRK . 






\ 

\ 






* 



BIBLIOGRAPHY SEARCH -ORDER CATALOG 






BINDERY 



PATRON 

SERVICES 



AUDIO 1NTERUB. PHOTO BUILDING 

VISUAL ClkCULAT. LOAN REFERENCE LAB, HAIN. 



GENERAL 
TASKS' ; 



Systems 


Department 


Copy 


Hall 












ms programmer 


Heads 


Center 


Room 












P ; ; P NP 


P 


NP 


NP 


/ * 
P 


P NP 


P NP 


P 


NP 








46.1 




2.8 


1.3 




3.9 




5.1 


16. 7 


7.7 


6.5 


4.6 


1.3 




7.6 






' , 




i 








11.6 


8.3 16.8 


7.7 


66.6 


30.8 


» 


0.9 32.4 


37.1 




42.4 


25.0 


33.3 


16.7 


7.7 


32.3 


0.9 19.5 


2.6 14.1 


5.7 


19.3 



P 


NP 


P 


* NP 


P 


NP 


P 


NP 


P NP 


P 


NP 


P N? 


P NP 


























3.7 








0.9 


O.f 


5.1 




.. 






6.3 


22.3 








0.9 


8.9 




6.8 










12.5 


33.3 










2.7 




t 




3.4 








33.3 


3.7 3.7 


8.3 


25.0 


6.3 


19.6 


1.7 


33.1 




41.5 


4.3 4.3 




81.2 


11.1 


18.5 


16.7 


33.3 


18.8 


7.1 


5.9 


5.9 


3.4 


13.8 


? 1 . 8 












55.6 



14. 8 



81.5 18.5 

100 ; 
27 
2.7 
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V. GENERAL EDUCATION DEVELOPHENT 
A. REASONING; This scale refers to the problem-solving end 



rn 



Judgmental skills required by the task. Each 
taak vas rated In teraa of a lx Itrrs ranging 
froa elementary to highly developed reaaonlng 
•killa « 



BIBLIOGRAPHY SEARCH-C 



Public 



Sya terns Department Copy 



Mail., 



! , - 






21 





Associate . 


Adm. Clerk 


Develop. 


Budget 


Relations 


Prograsaier 


Head a 


Center 


Room j 








P 


NP 


P 


P NP 


P NP 


P NP 


P 


NP 


NP 


P 


P > 


1. El earn t ary reaaonlng', one or two 
• tep In a true t Iona 




11.4 






10.3 

\ 






33.3 


53.8 ; ^V 

f- 




' 8 


2. Eleaantary reaaonlng; detailed, 
uninvolved written/oral inatruc. 




25.0 






15.4 




2.6 


33.3 


30.8 




20 


J. Eleacatary reaaonlng; written, 
oral, diagraaaatlc fora 




56.8 




2.8 22.9 


17.9 

l 




12.7 


33.4 


15.4 




38 


4. Apply rational ayateaa to solve- 
practical probleaa; deal with 
cone rata variables 


9.4 


6.8 




2.8 22.9 


10.3 20.5 


16.7 25.0 


46.2 


• 




22.6 


0.9 24 

i 


5. Apply logic /scientific thinking to 
define probleaa, collect data, d ev 
conclusions, ate. Interpret technical 
Instructions In books or oath, fora 


64.2 

/• 




64.6 


20.0 


! 17.9 7.7 


33.3 16.7 


28.2 


* 




67.7 


3.7 3 


6. Apply logicai/sclentific thinking to 
Intellectual/prsctlcal probleaa. Use 
non-verbal symbol Isa; abstract and 
concrete variables 


26,4 




15.4 


28.6 




8.3 


10.3 






9.7 


1 


7. Other • 






• 


















Sub-Total ,(X) 


‘ * . 






54.2 45.8 


28.2 71.8 


50.0 50.0 










4.6 9^ 


Total (X) 


100 


100 . 


100 


100 


! 

100 


100 


100 


100 


100 


100 


100 


No. of Tasks 


• 53 


44- 


13 


35 


39 


12 


39 


6 


13 


31 


108 

1 


t of Total Tasks 


5.4 




1.3 


3.5 


4.0 


1.2 


. 4.0 


0.6 


1.3 


3.1 


10.9 









V ■ 

j- 










BIBLIOGRAPHY 


SEARCH ‘ORDER 


CATALOG 


BINDERY 


PATRON 

SERVICES 


AUDIO 

VISUAL 


CIRCULAT, 


INTERL1B, 

LOAN 


REFERENCE . 


PHOTO 

LAB. 


BUILDING 

MAIN. 


; 

GENERAL 

TASKS 


^ns 


\ Systems 
4- frograjmoer 


Department 

Heads 


Copy 

Center 


Hall 

Room 










•• 














( 


i. J 


P NP 


P 


NP 

33.3 


NP 

53.8 


P 


P Np 

8.3 


P NP 

6.4 


P NP 

-48. \ 


P PP 


P NP 

8.9 


P NP 

7.6 


P ’ NP 

6.9 


P NP 

1 2.2 


P NP 

6.3 


P NP 

*1,5 


r.. np 


.4 




2.6 


33.3 . 


30.8 




20.4 


. 1.3 20.5 


25.0 


8.3 


10.7 


24.6 


24.1 


4.3 


18.7 




7.4 


.9 




12.7 


33.4 


15.4 




' 38.9 


21.8 


15.4 


25.1 


0.9 22,3 


1.7 42.4 


34,6 


2.2 


. 56.3 J 


88.5 


11.1 


'.5 


16.7 25.0 


46.2 






22.6 


P.9 24.1 


10.3 17.9 


1.9 5.7 


8.3 33.3 


15.2 10,7 


3.4 12.7 


3.4 20.7 


30.4 21.7 


18.7 




14.8 


.7 


33.3 16,7 

8.3 

» 


28.2 
10. 3 




. 


67.7 

9.7 


3.7 3.7 


15.4 6.4 




16.7 8.3 


27.7 1.8 


5.9 1.7 


3.4 6.9 


39,2 

1 


« 




.51.9— 






3.9 


• 


1.8 


- 




14.8 


.8 


50.0 50.0 










4.6 95.4 


27.0 73.0 


5.8 94.2 


25.0 75.0 

> 

100 


45.6 54.4 


11.0 89.0 


6.8 93.2 


69.6 30.4 




' 


81.5 18.5 


f 


100 


100 


100 


100 


100 


100 


100 ‘ 


100 


100 


100 


LOO 


100 


100 


100 


100 




■ ' 12 


■ n x 


6 


' 13 


31 


108 


78 


52 


. 12 


112' 


118 


29 


46 


’ 16 


. 9 


27 

1 


i 


L . 2 


4.0 


0.6 


1.3 


3.1 


10.9 


7.9 .■-* 


5.3’ 


1.2 


11.2 


11.8 


2.9 


4.7 


1.6 


1.0 


2.7 



f 






o 



\ 



.c 



ERIC 
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V. GENERAL EDUCATIONAL DEVELOPMENT 



B. MATHEMATICAL: This scale ranged from the need for simple to 

complex mathematics and Included seven items. 



ADMINISTRATION 



BIBLIOGRAPHY • S PARCH -Oi 



Ti- 



ll 



ii 





Director 6 
Assoc t^e 


Ado. Secy. 
Adm. Clerk. 


Collect. 

Develop. 


Budget 


Planning 


Personnel 


Publ Ic 
Relations 


Systems 

programmer 


Department 

Heads 


Copy 
Center ' 


Mall 

..Room 








* ; 


P 


NP 


P 


P NP 


P NP 


P NP 


P NP 


P NP 


P 


NP 


NP 


■ P 


P K 


1. 


Nothing short of 
comaon addition 


1.9 


4.5 . 










5.1 












‘ 'l. 


2. 


Second-third 
grade math 


1,5.1 


20.5 


38.4 




10.4 


4.0 


. 20.5 


8.3 




83.3 


15.4 




21, 


3. 


Third-sixth 
grade math 


5.7 


56.8 




2.9 20.0 


8.3 12.5 


^38.0 28.0 


23.1 28.2 


» 

8.3 


43.6 


16.7 


30.8 . 


9.7 


. ».?’ *1. 


4. 


Sixth-ninth 
grade math 


39.5 




46.2 


8.6 


8.3 2.1 


.2.0 4.0 


2.6 5.1 - 




12.8 








2.7 5. 


5. . 


Ninth-eleventh 

^ g r «H n math 


V7 






45.7 17.1 


39.6 6.3 


10.0 

2.0 


2.6 


16.7 


■ 23.1 






. 61.3. ■ 


0. 


6, 


Twelfth grade- 
elementary college 
math 


17.0 




7.7 


5.7 


8.3 




25.0 41.7 


7.7* 






16.1 




7. 


Highly specialised 
math 


3.8 
















7.7 






9.7 




8. 


Not applicable 


11.3 


18.2 ‘ 


7.7 




2.1 2.1 


6.0 6.0 


12.8 




5.1 




53.8 


3.2 


4. 


9. 


Other 










* 




* 
















Sub-total (X) 








54. 3 45.7 


6S.6 33.4 


58.0 42.0 


28.3 71.7 


ty.O 50.0 




t 




• 


4.6 95' 




Total (Z> 


100 


100 


100 


lftf) 


100 


100 


100 


100 


100 


100 


100 


i 100 


100 




No, of Tasks 


53 


44 


13 


* 35 


48 


50 


39 


12 


39 


6 


13 


31 


108 




X of Total Tasks 


5.4 


4.5 


1.3 


3 . 5 


4.9 


• 5.0 


4.0 


1 .2 


4.0 


0.6 


1.3 


3.1 


10.9 



23 



P , 

K 















♦ 










% 




A 


/ 














BIBLIOGRAPHY SEARCH-ORDER 


CATALOG 


* 


n 

. PATRON 


AUDIO 




INJERLI8 


V 


PHOTO. 


0 

BUILDING ■ CLfw.RAL 














BIKDEjtY 


SERVICES 


VISUAL 


■ LIRCL’LAT, 


•\ LOAN 


Kt;n.Ki.Ncr 


*> LAB. 


JCAIN. TASKS 


vs terns 


Department 


Copy • 


Mall 






♦ 


- . 


















■roRfanmer 


Heads 


Center 


Room 


























NP 


P 


NP 


. nf' 


P 


P / NP 


P • NP 


M 

P NP 


P 


NP 


P NP 


P NP 


• P NP 


P NP 


. P NP 


P NP P • NP 
























* 




















1.9 




3.8 












, 








" 
















2.7 


0.9 


3.4 




6. 3 




8.3 


* 


83,3 


15.4 


s 




9.0 


7.7 




16.7 


3.6 14.3 




24.2 




75.0 


4 


.3 


2*3.6 


16.7 


30.8 • 


9.7 


1.9 61.1 


20.5 55.1 


1.9 40.4 


8.3 




15.1 19.6 


7.7 jtl.b 


3.4 .53.8 


26.1 21.7 


6*3. 


• 22.2 7.4 


. .» 


12.8 








2.7 * 5.6 


6.4 




8.3 


33.3 


4.5 2.7 


0.15 1.7 


fJ 


10*9 4.3 




II. 1 7a 4 


. 7 


23.1 






61 ?3 


0.9 




3.9 1.9 






15.1 0.9 


17 1.7 


3.4 


IV. '6 




2 9.7 


.0 41.7 


7.7 






16. 1 ' 


7* 






8.3 




5.4 




* 


10.9 




7.4-' 




7.7 




' 


9.7 




















• 


3, 7 ■ 




5.1 




53.8 


3.2. 


4,6 


9.0 

t 


40.4 




2 5,1 


1.8 14.3 


0,8 10.2 


3.4 3.4 


2.2 4.3 


*12.4 


7.4, J; 7 


.0 50.0 








% 


4.6 9,5.4 


26.9 73.1 


rsj 

. ■*>? 

OO 


24.9 


7 5.1 


45.5 54.5 


II. 0 69.0 


6.8 93.2 


69.7- ' 30. 3' 




81.5 16.5 


100 


too 


100 


100 ‘ - 


100 
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DIRECTOR AND ASSOCIATE DIRECTOR 

l» . . ’ ' ' — - * - - - s -- 

Job Summary: The tasks grouped together here are normally performed on 

the senior administrative level. They involve shaping and defining the library's 
goals and objectives, approving and implementing the programs to reach them, 
employing and guiding the library's senior staff, representing the library in 
the .academic community, and coordinating its goals with the objectives formu- 
lated by the institutions trustees ,’ administrators, and faculty members. 

~ ^.Qualifications: . The training time scales indicate that minimum qualifica- 
tions are an MLS plus three years of experience, or some combination of a second 

masters* and some experience, or a doctorate. Must be skilled in analyzing data, 

‘ \ . * ; • 
coordinating and planning programs, and consulting and interacting with people. 

sllust.be able to solve a variety of managerial problems and have the ability to 
write and speak well in representing the library. • ’ * ~ * ' ’ \ • , 

Comments: Depending upon the size and complexity of the library, the tasks, 
clustered here can be performed by a single person or divided be tv/een a director; 
an associate and several assistants. 1 These tasks represent only those of a gen- 
era! administrative nature which are not directed toward a specific function 

1 * *V «/ ’ ‘ ; ' . 

such as planning, budgeting, etc. Since many medium and large ’academic libraries 

| \ - «, . . % <*> . ' ' ' . . J 

hire specialists to handle such duties they have each been grouped as a separate 



f unctil 



on. \ - . . . ‘ ■ \ 

\ * * * . 81 Ct '• * . 

The first seven tasks (listed on p. 43) are so broad and far-reaching in 

|l \ • . • . . ■ • 

their' Impact upon,; the library's functioning that ‘decisions in this area require 
the participation and involvement of the entire professional staff for the most 
effecti ve .implementation;. Tasks 06 73=, and 0403 would seem to\ require more edu- 
cation and experience than .that assigned by SERD given the long term effects 
they arje likely to have on the library's program. 

Several | curious scalings -come to light when the tasks are placed in certain 
juxtapositions. For example tasks 1485, 1360 and 1067 on page describe very 
similar! processes ; it seems unlikely that the librarian would use less logical 
thinking to ddal with deans and department heads. than with university trustees 



or that 
than in 



he would need to exercise much more judgement in meeting with trustees 
meeting with the university president and faculty members. Therefore 



the training time scales were upgraded to reflect the same level of expertise 
for all three duties. Six other tasks were scaled upward since, in the opinion 
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of the consultant, a director requires a background of several years of increas- 
ingly responsible administrative experience in libraries in. order to make well 
informed judgements in those areas. 

The only tasks that seemed seriously under-scaled were 0660 (p. 48 ) and 

0443 (p. 49 ). In the former case, the library, should be represented in, ‘faculty 

and departmental meetings only by professional librarians who may be- expected 

to possess a broad overview "of -the library and its place in. the. total college 
. .£• „ , , 

• or., university 4 , In the latter case,* the scaling leads one to wonder on what 

basis a person with two to three years of college is considered competent to 

•examine, evaluate, and improve" the’ branch library service that is presumably " 

directed by a professional librarian. Frequently .branch, librarians report .to 

' ... . # „ . . ■ . ' o 

the Associate Director in academic libraries and the task has therefore been 
grouped with these administrative duties. 

It is impossible to stipulate an exact number of years of experience 
"since every situation varies. The smaller college library with only a few 
professionals may 'find that a highly competent director with only' two or three 
years, professional experience exactly suits its needs; while a large university 
library may well require a:mid~ca,reer librarian with fifteen or twenty years 
experience in a variety of library positions who. is thoroughly familiar, with .... 
professional associations, foundations, state, and federal legislation relating- • . 
to libraries, and who has produced some . scholarly, work to be the- sort of direc- 
tor their large and complex institution requires. ' 1 

administrative secretary and cleric 

<$ ■ - 

Job Summary: The tasks in this group are general administrative functions 

of a secretarial or clerical nature since those directly in support of personnel, 
budget, etc. have been separated. The secretarial position" includes serving as 
confidential secretary to the director, taking dictation, typing, and proofread- 
ing general and confidential coi*rcspondence, manuscripts, reports, memoranda, 
etc,; scheduling appointments, screening telephone calls, maintaining the central 
files for the administrative office, and scheduling and supervising part time 
clerical staff, ^he clerical position includes ordering all of the library's 
supplies, maintaining equipment inventories and requisition files, typing of 
varying complexities--forms , reports, multilith masters and mimeograph stencils, etc 

Qualifications: The training time scales indicate that minimum qualificatons 

for the secretarial position are a high school diploma or two or three yc^rs of 
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high school plus two or three years of experience. Must be able to organize 
and plan, take instruction well and exchange information. Must be able to 
deal with a variety of problems, to write in correct format regarding punctu- 
ation, spelling and grammar. Must take dictation and type well. The clerical 
position requires one or two years of high school for the performance of most 

e. • ' - 

ciuties according to the SERD scales. Must be able to type, to transcribe in- 
formation accurately, to compile inventory and supply data, take instruction 

well, perform elejnentary arithmetic operations accurately, and spell and punc- 

*. •» *•***■ 

tuate correctly. 

Comments: The educational level on both jobs seems very low. Both posi- 

r ‘ » *-.V ’ " * . -■ ' m ** 

tions require a high school background plus some-years of responsible experi- 
ence. The secretary might well have additional, business school courses or some 
’ college . courses since . she. will. be. dealing daily with highly educated library *' 
v isi top s--f acu 1 ty j ■ univer's i ty administrators , professional librarians'. She. will 
need a good deal of tact, maturity, and poise to sooth the ruffled feathers of 
those top level complainants (sec Director, task 0078, p.45 ) who will come 
into contact with her before they reach the director. 

The administrative clerk is a .senior clerical position of some complexity 
in a medium to large library .• Keeping' track 'of the* status' of tens. of. thousands . 
of dollars worth of supply and equipment orders, identifying and corresponding 
with suppliers, following up orders, .clearing invoices for payment, maintaining 
a variety of files and inventories, handling service calls on all equipment, 
and providing library staff with prompt and pleasant responses to their requests 
for information or service requires' a- person with the ability to organize and 
control a large amount of- detail and a pleasant tact when ‘dealing with univer- 
sity departments, outside the library. . (purchasing accounts payable, etc.) and 
with library staff. 

ASSISTANT DIRECTOR FOR COLLECTION DEVELOPMENT 

■ Job ..Summary : .Ip recent years there has been a trend toward creation of 

a new post on the senior administrative level to handle these functions in 
medium and large academic libraries. The duties involve coordination of the 
entire acquisition program with the objectives and goals of the university, . 
taking into consideration the establishment of new academic programs and the 
elimination of others, and developing open channels of communication between 
faculty and library. \ 
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Qualifications: According to the training time scales minimum qualifications 

are a Ph.D, or an MLS plus a subject masters and some experience. Must be skilled 
in analyzing and synthesizing data, in planning long-range programs, -arid in co- 
ordinating them. Must be able to persuade, consult and negotiate with faculty, 
university officials and book dealers. Must be afile to solve a variety of complex 
. problems, to write reports, make presentations, and to exercise considerable judge- 
. ment in a variety of situations. 

Comments: In a small library, these tasks, will be divided, between the 

' ' . ‘ - „ 
director and the “per s or) in charge of acquisitions. Larger libraries are developing 

separate positions for highly skilled administrators, often with advanced degrees 

in subject areas and extensive bibliographic experience. In some institutions 

the job is primarily a staff function with line authority extending only to the 

, bibliographer „ In others it is a line function including responsibility for 

searching and ordering materials . 

: /Task.- 1136 is not usually performed by. library staff . Since the Internal 

Revenue Service decided that appraising books being given to the library- is a 
conflict of interest, most librarians have avoided the matter,. When the library 
wishes to dispose of duplicate' or out of scope materials, it usually employs 
an independent antiquarian book dealer to appraise the jnaterial. 

PLANNING AND BUDGET OFFICER ' . . 

- .... . ft 

Job Summary: In recent years, there has been a trend in large academic 

libraries toward clustering the tasks in these tV70 areas and creating a senior 
staff position that reports directly to the director or associate director v. The 
duties include long -range planning for budget, staff, space, equipment, and 
furnishing needs in support of the programs developed by the director, his 
. associate, and assistants. In addition there is considerable emphas.is on the 
development of means to accurately evaluate the progress of the library such as 
gathering statistical data and other managerial information. Finally the. duties 
generally include control of budgetary expenditures, space allocation, maintenance 
contracts, etc. in consultation with the director or his associate/ 

Qualifications: -'The SERD scales indicate that minimum qualifications are 
an MLS. plus two years experience, or a combination of two masters* plus some ex- 
perience, or a doctorate. Must be skilled in organizing and analyzing data and 
in planning and coordinating solutions to problems. Must be able to supervise, 
consult and negotiate with both library staff members and university officials. • 
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Must have highly developed reasoning skills capable of varied problem solving. 
Must be able to manipulate and comprehend relatively complex mathematical con- 
cepts. Must be able to write clear, concise reports evaluating and explaining 

statistical data, and have the ability to define unclear problems and devise 

' >• 

creative solutions. . • 1 

Comments', ’ in a small library these tasks may all be performed by the 

) ...... 

director or by the director and his assistnat. In either case two or three years 
of previous administrative experience seems necessary to provide adequate breadth 
of judgement. A second masters' degree or even graduate work in management, or 
administration such as: operations methods, accounting and information systems, 

organization behavior or quantitative measures would be very helpful. 

Several tasks were rescaled since they seemed to demand professional level, 
judgement. Task 0554 ought to be- professional since only the director or his 
planning officer would have knowledge of the data that ought to be collected and 
in what format both to answer questionnaires and to provide them with evaluative 
management data. 0199 is a badly written task statement; schedules is non- 
professional, assigns priorities is professional. 0176 is a professional task 
the first time; thereafter it can be a clerical routine if there are no changes 
in the basic agreement, 0722 is somewhat obscure, but assuming that non-material 
means in this case not a book, film, record, etc. but equipment or furnishings, 
it. falls into the sanle category as 0519. There is no reason to discriminate on 
the basis of the fact that the request originated in a branch rather than the 
main library. 0998 is a part of the total planning function--in the academic 
library these recommendations are often made to the legal department which co- 
ordinates the insurance for the entire institution. 1055 falls into the same , 

/ * 

category as 0554--the planning officer should approve such changes to ascertain 
that he will still be receiving the managerial information he needs in the most 
useful format. : 

PLANNING AND BUDGET TECHNICAL ASSISTANT 
- • ; 

Job Summary: The tasks grouped together here involve considerable adminis- 

trative detail. While not professional in nature, they require considerable 
judgement and maturity combined with. some administrative skill. They represent 
a senior technical assistant position. The tasks involve coordination of pro-, 
jects planned by the Planning and Budget Officer, liaison with the maintenance 
staff, detailed and accurate record keeping, provision of information to both 
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library staff and university departments., supervision of some clerical staff, 
collection of statistical information, and manipulation of data for budgetary 

and statistical purposes. “ 

■ + ° 

Qualifications: The training time scales indicate that many of these tasks 

require two years of post high school training or a high school diploma plus 
some experience. Must be able to compute and to analyze data; plan solutions 
to practical problems and to coordinate them. Must b£ skilled in exchanging 
information and giving some instruction. .Must be able to organize files and 
retrieve information quickly; to translate statistical data to graphic and 
tabular form; to write gramaticaliy correct short reports, and to use own 
judgement in .‘working out practical problems. . . 

Comments: This sort of position requires two years of college, or an A, A. 

degree in some business related field, or a high school diploma and extensive 

and responsible administrative assistant experience. ‘ Many of the tasks seem 

. * / * * 

to be scaled’ too low. Large academic libraries are very complex institutions 
and the interrelationships between the university and the library, or between 
the various departments and branches of the library are difficult to maintain. 
The, person in this position will be required to exercize- both tact and discretion 
constantly. 

Medium and large academic libraries may well have annual budgets of more 
than two million dollars. Keeping chronological accounts of expenditure's amid 
the multiplicity of accounts is a fairly complex task; therefore, tasks 0277 
and 0791 have been scaled upward to require a high school diploma. Task 0061 
was added <to this section because no. comparable task could be found for academic 
libraries. Regarding task 0564, all questionnaires should be approved by a 
senior professional before they are sent out although the simpler and more 
routine ones can he answered by a technical assistant. j 



PERSONNEL OFFICER 
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Job Summary: The tasks clustered in this area relate to a middle-mnnage- 

ment position recruiting, interviewing, and evaluating professional and non- 
professional staff. Duties include both managing a personnel program (evalu- 
ating and updating a position classification program, developing’ job descriptions, 
overseeing the revision and distribution of a staff manual and employee regulations), 
and designing, developing and conducting staff development programs-. This last 
is a highly specialized function requiring a special background. The person holding 

04 . . 
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this position can be either a professional librarian or a specialist. 

Qualifications: The training time scales indicate that the position 

requires an MLS or a masters' in personnel administration. 'Must have the 
ability to analyze, organize, coordinate and plan personnel program; to counsel, 

. t * . 

and supervise staff,, and to negotiate with both the university or college and 
the library staff. Must be able to .define problems, establish facts, and 
draw valid conclusions. Must be able to write reports, manuals, staff announce- 
ments, etc. 

Comments: In smaller libraries, these duties can be performed by the director, 

his assistant director, or the administrative assistant. Continuing education 

- t> 

programs require additional background on the part of the personnel officer-- • 
either additional degrees or attendance at workshops, seminars, etc. 

Of the tasks that were rescaled in this area, most of them <.ould be per- 
formed by a technical assistant as long as the results are evaluated and approved 
by the personnel officer before they are released for publication. . Only task 
0288 seems highly questionable. On what .basis are the evaluations being 
approved or disapproved? That is not explained. Further, why would a non- 
professional have the power to disapprove ’the evaluations of a supervising 
professional? The task should be upgraded, rewritten or eliminated. 

PERSONNEL TECHNICAL ASSISTANT AND CLERK 

Job Summary: The tasks grouped on the technical assistant -level involve 

interviewing - , (clerical and student assistant applicants), orienting new employees, 
and creating and maintaining confidential data. The clerical tasks are all 
routine record keeping functions involving time and leave data, maintaining files, 
routine typing, etc. In most libraries the same person would be likely to 
perform all of these duties since even a large staff would not provide enoqgh 
of this kind of work to justify two full time positions. 

Qualifications: The technical assistant level tasks require two years of 

post high school training-~some college with psychology courses; an A. A. degree 
in personnel or other related fields. The clerical position requires a high 
school diploma, ability to type, file, and compute simple problems. The T.A. 
must be able to compile data from the files and analyze it; to supervise; to 
solve practical problems and to interview. x * 

Comments: There arc a number of tasks that seem to be underscaled here. 

Tasks 0165 and 1298 require knowledge of the demands of various jobs and ability to 
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assess capabilities of persons, being considered for them. This requires a 
. higher level of education than a high school diploma. Task 1275 is badly written 
, what does it mean exactly? There is a considerable' difference between -tele- 
phoning an applicant to tell him that he did or did not get- the job and actually 
making that decision. The task is listed here on the assumption that it refers 
only to non-professional staff since a T.A. does not have the background neces- 

t * 

sary to evaluate professional expertise. 

On the clerical level most tasks were scaled upward because* they involve 
figuring employee debit time or handling confidential records. It is important 
to have a person with considerable maturity, ability to compute accurately, and 
to maintain fairly complex records. ' 

PUBT.IC RELATIONS SPECIALIST 



a ... 

Job Summary: These tasks, involve coordinating production of the library's 

publications, from selecting articles to supervising the print shop; and admin- 

c 

istering other aspects of the library's contacts outside the academic community. 
Very few academic libraries would have such a full time position. Most often 
these duties would be handled through the director, orMiis associate or one of 
the assistants. " 

' * / 

Qualifications: Masters' degree in journalism, public relations, etc. 

Must be able to analyze data, plan programs, and coordinate results; to supervise. 

' 4 . 

print shop operation; to define and solve problems; to exercise good judgement 
in difficult situations , and to write well measured by standards of publication. 

Comments: These functions are minimal in many academic libraries; only a 

few have • riends of the ibrary organizations. There is some question about 
task 1470--first, it was scaled upward to the professional level because this 
person is editing articles for professional journals and would not have the 
technical expertise to criticize, the subject matter without a professional back- 
ground. Second, is this a form of censorship? Why do staff members have to 
submit" proposed publications to this person for editing? Since the task cites 
both "media" and "journals" as the places where the articles will be submitted, 
it does not seem to be editing for the library's own publications. 

,. . N - 9 ■ 

s . 

PUBLIC RELATIONS TECHNICAL ASSISTANT AND CLERK 



Job Summary:' The tasks clustered oh' the T.A. level involve writing newsletters 
gathering materials for public relations reports, and editing materials for library 
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publications. Tlie clerical level tasks are in two categorics--of f ice duties and 
print-shop duties. The office duties involve routine typing, proofreading, main- 
taining scrapbook, etc. The print-shop duties include operating various machines- 
multilith, mimeograph, stapler, collator, folding machine , etc., performing minor 

maintenance and supervising other staff. * " 

* | 

. Qualifications: The T.A. position requires two years of college or an A. A. 

degree, the ability to write well, to compile and coordinate newsletters, and to 
converse with people to obtain and clarify information. The clerical duties are 

» - u * • 

so few that they would probably- be performed by the same person and they require 

' i'"’ ! ’ • I • • 

lesser degrees of the same skill. The print shop* cluster of duties requires 
three years of high school; sufficient mechanical ability to operate machinery, 
ability to take instructions , and two or three years of experience if supervisory 
functions are a part of the job. . * 

i 

Comments: These tasks seem to be scaled accurately for the most part*- Most 

academic libraries will 'not have positions devoted solely to public relations-- 

these functions will be part of the duties of other administrative staff, *■ 

. ■ \ 

• . • <v . ■ * \ ; • ^ 

SYSTEMS ANALYST AND PROGRAMMER \ 

i * — 1 — 1 t - * — * 1 * 

Job Summary: These duties involve analyzing the library's operations, 

planning the conversion of manual to machine oriented systems, and preparing 
the staff to work with the new system’s. I 

* Qualifications: A masters' degree, in operations' research. Must be able 

to analyze data, organize systems and plan conversion programs-, must be able 
to exchange information and consult with staff; must be able to solve varied * 
problems*, to comprehend highly specialized math, to write short reports, to 
• exercise considerable judgement in formulating and solving problems . 

Comments: This position is generally a staff position attached to adminis- 

tration since the analyst will consider all of the library's operations. There 
are several tasks here that are scaled for less than a college degree; these 
have been moved upward. The programmer is rarely attached to the library. They 
generally work in the college or university computing center and are assigned 

to^the library's programs on a part time basis. 

* 

* • J 

Y ‘ DEPARTMENT HEAPS ' _ 

Job Summary: This cluster of tasks includes those duties performed by most 

branch library and department heads. They involve working with faculty in plan- 
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ning library programs and priorities, adjusting user complaints, interviewing , 
hiring and evaluating professional and clerical staff, collecting statistics, 
writing annual reports, etc, . ; ' . 

Qualifications: MLS plus several years library experience, Must be able 

to analyze data, to plan and coordinate programs, to 'supervise staff, to con- 
sult and interact with faculty, to solve practical problems, to w£ite reports, 
memoranda, etc. , to exercise mature judgement in defining complex prbblems, 'arid 
coordinating organizational and technical data in devising creative solutions. 

'■ Comments: These. middle management positions are extremely important to the 

' •> * .. <■ 

functioning of the library. Many have be~n scaled too low and were therefore 

upgraded. A high school graduate should no t be .planning maj or renovations in 

a matex'ials, center (see 1411) nor should a non-professional be assigning priorities 

to the professional staff (see 1433). Only a professional librarian should be 
* . * 0 
making public presentations about the services and programs of the) library (see 

0945 and 0887) . Only the professional . . ought to be evaluating all of'hfs < 

■* , 
staff members o ,: i an annual basis-- surely a lion-prof es§ional ought not to be 

. doing this for professionals, .Task 1409 is puzgling — what is an "informal" 

evaluation, to whom is it given' and for what reason? Many of the tasks in this 

area could be improved by rewriting so as to make the exact meaning clearer. 



• • . ■ : COPY CENTER CLERK 

x~: ------ ■ • 

Job Summary: This classification assumes the existence in one location of 



the duplicating equipment used by the library in support of administrative 
clerical and in ter library loan functions, It would include photo copiers, mim- 
eographs and dit tos. The copy center clerk is responsible, for the operatiorT 
and maintenance of the equipment in this area, and may supervise full or part- 
time clerical help or student assistants depending upon the size of the operation. 
Qualifications: At least two years of high school are required for most 

.tasks in this area. If supervisory duties are assigned to this person, he 

. v . 1 

should have a high school diploma according to the training time scale. 

\1 ■ ■ 
Comments: These tasks seem to be accurately scaled, though some additional 

tasks could be added; i.e . , operates mirneogx'aph, operates ditto* orders 

■supplies for co-py center, maintains records of work performed, etc, 

* ° 

' mail ROOK CLER K ••• ■ ■ ' 

* * p 

/. Job Summary: The duties clustered in this group include simple routines 
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for the pick-up, packaging, delivery find receipt of mail, books, and AV materials 
and equipment., , ' • . V 

I ■ \ 

Qualifications: According to the SERD training time scale two years of 

higli school is sufficient for the performance of these tasks. The clex*k must 

c *i .. • 

be- able to learn and follow established routines, to haiidle moderate weight, to 

. * • 

compute postage, to take instructions, to operate simple machines such as a post- 
age meter and to drive a van. 

Comments: Although, there is little to disagree . with in the scaling of the 

tanks listed (vjit.lv the possible exception of Q614--why is it necessary to stamp 
ami 1 with a date due stamp? ) there are many that could be added. A large academic 

M 0 it • < 

library with several branches on the same campus or different campuses is likely 
to deliver both mail and books to each daily 7 . This may require a full time staff 
of several delivery -clerks supervised by the head of the mail room. A large 
library may have - twenty or “thirty departments and a large staff of administrators 
and bibliographers in separate offices. Sorting the mail--much of it coming from • 
foi-eign coTintries and requiring the attention of a specific bibliographer, much 
of it sex* ia Is in foreign languages--is likely to be a fairly complex task. It 
is not unusual for^a large library : to receive fifteen mail sacks from the post 
office on a daily basis* ’; "I,f 'the operation is on such a large scale, it requires 
a chief clerk with at least a high school diploma and several years experience'' 
plus the^ability to organize and coordinate 'the deliveries between several 
branches and sufficient supervisory skill to.^direct two to six full fime mail 
clerks. * * • * 



BIBLIOGRAPHERS . • ' * 

Job. Summary: • These tasks encompass all :the aspects of developing and main- 
taining, the library's collections including selection of material in line with 

e ** 

the library's policy and in support of the college ox* univers i ty ' s programs of 

teaching and research'and withdrawal of obsolete or .damaged> materials . They 

* 9 .*"• 

coordinate the acquisition of materials, balancing the tendencies of departments 
, to over or under ordet books in their fields. 6 * **' * 

Qualifications: A^tording to S^IRD scales * satisfactory performance of these • 

• * *- • j * 1 

duties requires an MLS, More than 60% of the* duties of the bib liographers involves 
» • • • 

planning. They must be able to exchange information, to formulate policies* and., 
programs, to deal with variety of abstract and concrete variables; they must 
have considerable education and linguistic experience and' be able to* devi 
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Vsihrv^ys and da 1 5 analysis studies, to so.lv c problems. • 

_ ^Comments: These tasks seem to be* decidedly undcirscnled for art- academic 

library. Only’ five of the thirty-one tasks are ranked higher than 7 (which 
£ means a masters' } degree or a bachelor s.V, and some expcanence) . With the trends ) 

toward greater and greater specialization extensive . subject knowledge is often 

, • • O . * * 

' the pre-requisite of a bibliographer's job. Bibliographers may well spend a 
hundred thousand dollars in a large academic library during ’ the cour&e^pf the 

1 » ■ s m \' 

fiscal year. They have to be aware of the ramifications of these expenditures 
. * upon the student body and the -.faculto. Considerable expertise and experience 
is essential. In some libraries the/ orderli-librarians may also have these res - 
ponsibi lities--along with the ent irelsmaf f . In larger libraries, the last ten 
years have shown marked, development orla b iblro graphic staff to select. Order 
librarians continue to deal with tiie book 'trade afid administer the large clerical 
staff. . Task 1531 is badly written. It cpmbines a clerical task with a pro- 

* I * * * . • 

c fessional decision~-a clerk should search 'the. title, a bibliographer should 
decide on tihe purchase. Task 1495 is ndt a ".technical assistant decision--in 
most acj 
upon > th< 

it, etc,- This is not V 7 i thin the cdrftp£lonc< 

. , ' : . . •' -v> ' . 

ORDER / S EARCH/ S ERlALS J LIRKARJAN ** ' ' ' . 

— — . * 

' . ' ■ • • ' ■ ...*■• 1 

Job, Summary : * None q>f the tasks liste l d here include the usual administrative 

duties of t'he department liead^which take up a $reat deal of time. /This task ' 

cluster ^relates only to the professional noil-administrative duties tha?t occur in 

■ u-.- , . , » 

these areas. These tasks involve negotiating acquisitions with vendors, evalu- 

ating library acquisition procedures, managing the search procedure and .managing 

serials procedures. V 

• * * , 

• Qualifications : MLS plus 3 years experience in the case, of the orderMibr arian. 

/ Must be. able to analyze data; to supervise a large staff; to collect, data, establish* 

facts- and 'draw valid, conclusions ; to write reports and manuals; »to investigate 

services needed, evaluate them according; to performance charpcterist ics , and apply - 
* • 
creative judgement in decision making. 

Comments: There seems to be* a remarkable lack of duties \or ^J>ese professionals 

Very possibly separating the department head and. bibliographic duties “/into other 
task clusters has reduced the number of tasks in this area markedly. 
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There is little question* about most of the order tasks. 1195 was upgraded 
since the approval for expenditures of book funds mu..t come from a professional 
librarian inmost- instances-. All of the search tasks were graded too low. In 
general, a clerk with a high school background is not compctant to determine 
verification sources in an academic library where there is a heavy load of foreign 
language and out-of-print searching to be done. Assuming that all of the 
technical and clerical personnel have been trained, in search techniques, a 
clerk would only be instructed when the usual routines failed; this would usually 
be a difficult problem for the professional to solve. 

I # . 

Y r • 

i , 

ACCOUNTING CLERK 

* Job Summary: The tasks clustered here describe specialized clerical work 

involving the application of basic bookkeeping principles and practices in the 
maintenance of financial records. They include: checking invoices, paying 

them, assigning account numbers, maintaining running balances in the accounts, 
preparing monthly budget statements, etc. 

Qualifications: Graduation from high, school plus business school or 

college courses in accounting, bookkeeping and related clerical work, plus two 
or three yfears experience in bookkeeping or related work. Must be able to' make 
and verify arithmetic computations with $peed and accuracy; skill in the oper- 
ation of calculating, ''adding and accounting machines'. 

Comments: In general, the SERD evaluation seems accurate. One might feel 

that a high school diploma is advisable for someone converting foreign currencies, 
particularly if the, invoices are in languages other than English. • _ 

0RDER/SEARC1I/SERIALS ASSISTANT 

Job Summary: These tasks involve a considerable amount of library skill 

and are directly- supportive, of professional duties. They include handling- 
complex book order s' with foreign jobbers, o.p. materials, etc.; verifying and 
searching orders, following up on incorrect orders, etc. • 

Qualifications: Two years of college or an A. A. degree. Must be able to 

copy and compare accurately including foreign languages; to compile reports and 
analyze data; must have ability to supervise clerical staff; to file and retrieve 
information; to solve practical problems with a variety of concrete variables; 
to write letters’ and short .reports ; able to solve problems within procedural 
framework of library. 





Comments: Many tasks in this area are under -scaled. Bibliographic 

searching in an academic library is a complex skill requiring considerable 
technical expertise and familiarity with foreign languages. Large libraries 
may have five or six million cards in the card catalog. It would not be un- 
usual to have cards printed in twenty languages and several alphabets. Search- 
ing this sort of catalog is a difficult and complex task. Learning to use the 
national bib liographies also involves considerable intellectual sophistication. 
The order routines require understanding of the order operation, the book trade 
and clerical skills. Errors in, this area are expensive since they are not 
cauglrt--if at all--until the books come in. The serials tasks require a know- 
ledge of serial peculiarities and library procedures. 

Task 0224 is a puzzling one. On what basis are slips evaluated? In an 
academic libi-ary this can only be done by a professional--an •LTA could not 
week out orders of faculty or professional staff. '.Task 0710 is not clear either. 
A credit slip should cotne from the company* extending the credit, not the library, 

ORDEll/SEARCIl/SKRlALS CLERK 

Job Summary: The senior clerical tasks arc the more difficult clerical 

and^typing duties requiring some familiarity with languages, with serial peculiar 

• . ► 

ities, with common bibliographic tools, and with complex library records. The 
junior clerical tasks arc primarily less difficult clerical and Typing Lasks with 
little or no language demands, filing by numbers, clc. 

Qualifications: High school diploma for the senior clerk; tv?o years of 

high school for Lhe junior clerical positions. Must be able lo compare and 
copy and "match” foreign language items accurately to compile order lists ; to 
take instruction and exchange information, *to car*r*y out detailed instructions; 
to choose the proper procedures to follow. * 

Comments: Task 0249 is terribly under-rated. ‘Collation of. back orders of 

serials, for ‘example, is a painstaking task,requir ing cons iderable knov/ledge 
and techniques. There are also foreign language o;p, items that must be matched 

to the booksellers lists. Someone who has less than first grade cannot road 

. «■» 

well enough to do this! Task 1396 combines both clerical and professional duties 
and raises questions — who or what is "classification"? Task 017& is noL suffi- 
ciently explic i t--from what to v?hat? Task 0608 does noL take into account the 

complexity of checking in, perhaps 6000 titles in an academic library. The 

* 

serials clerk must be aware of constantly changing titles and must be able to 
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identify foreign journals. Task 1472 is a needless one — it can be eliminated by 
using pre-numbared order forms. Some of the tasks that are ranked very low are 
simple tasks, but it is not feasable to have a different per soil perform them 
because the task is one of a sequence whose other elements are more difficult. 

t 1 

Task 0499 is a case in point. If this task is performed after the books arc checked 
against the invoice and accepted then the same person should do it. 
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CATALOGER 

Job Summary: This cluster of tasks includes developing classification poli- 

cies for the library, cataloging and classifying books and other materials in all 
languages by a c%fiL^ssificat ion system (Dewey, L.C., etc.); determining subject 
headings, cross references, material for authority files; trains technical assist- 
ants in catalog routines;; and supervises T.A. and clerical staff. 

Qualifications; MLS. Must be able to analyze data; to apply procedures for 

i . • 

the storage and retrieval* of information; to interpret extensive technical 
instructions and to deal with abstract and concrete variables; to apply theory 
to the solution of problems; read some foreign^ languages , 

Comments: Catalog tasks are ranged very low. Apparently, in the opinion 

of SERD, most cataloging tasks can be performed by persons with only ^-S^ycars 
of college. Not one cataloging task scored 10 on the Worker Functions: Data 

scale--that is synthesizing. Not one* scored 6 in Reasoning. Not one scored 8 ' 
in Worker Instructions. Somehow the whole intellectual content of cataloging 
escaped identification. It seems to be regarded as a routine application of 
well defined rules to the same situations over and over. ■* 

Task 1060 is badly written. It combines professional and non-professional 
functions: the person who catalogs should be a professional; no professional 

should ever waste his time processing. Tasks 1585 and f 0096 are terribly under- 
ranked. In the case of 0096 a clerk may perform the physical actions involved 

I r. . . ■ 

But; he should be fol.lov7ing decisions reached by a professional. 

CATALOG ASSISTANT 

I f 

\ • 

Job Siimmary: These duties encompass complex catalog routines that do not 

*. , t 

require professional decision making such as descriptive cataloging,- book- in- 
hand searches, researching authority file information*, cataloging books with 
cards according to well defined routines, proofreading catalog cards, etc. 
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Qualifications: Two years of college or an A. A. degree. Must be able to 

examine and evaluate data; to*gather and classify information about authors, 
books, etc; to supervise clerical staff; to clarify and work out details accord- 
ing to established procedures; to interpret a variety of written instructions; 
to read and comprehend a. variety of manuals, thesaureses, encyclopedias, etc.; 
and read Some foreign languages. 

Comments: Task 0835 is particularly frustrating--apparently one needs 

2-3 years of college to order supplies but only 3-4 years of high school to 
classify books (see 0541). This level suffers from the same general tendency 

r * . 

to underrate the difficulty involved in the work as the professional level. 

CATALOG CLERK 

Job Summary: Performs routine clerical and typing tasks involving filing, 

operating computer terminals, typing letters and catalog, cards , cutting paper 
and card stock, etc, 

Qualifications: Senior Clerk: High school diploma. Junior Clerk: 2 years 

of high school. Both positions require the ability to type and file. Must be 
able to copy and compare information accurately; take instruction well; operate 
paper cutter, keypunch, computer terminal; able to carry out detailed but 
routine instructions; and able to learn to use card catalog and selected refer- 
ence works, 

\ . . e ^ • 

Comments: Tasks 1132 and 0497 are duties that only L.C, should be under- 

taking unless there is a special situation with a local author. Most of these 
tasks seem to be scaled in the proper range, 

BINDERY LIBRARIAN 

Job Summary: Tasks include the usual administrative tasks listed under 

department head as well as those specifically listed here. The Bindery librarian 
is responsible for establishing processing and binding policies, for organizing 
the work flow, supervising and assigning work* to the staff; assigning priorities; 
negotiating with the vendors; etc. 

Qualifications: MLS plus 2 years of library experience. Must be able to 

project future needs; to supervise a large staff; to define problems, collect 
data; establish facts and draw conclusions; to write reports, manuals, memoranda; 
ant! to coordinate st:aff recommendations and professional data in resolving 
problems ■ * ° 
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Comments: Task 1287 seems seriously underrated for an academic library 

that may well* be’ binding thousands of volumes every year. It was raised to 
same level as processing policies. 

BINDERY ASSISTANT AND CLERK 

Job Summary: The technical assistant tasks are fairly complex routines that 

require knowledge of complex files and procedures. The senior clerical tasks 
require accuracy in typing pockets, cards, computer tapes etc. or checking re- 
turned bindery materials, typed cards, pockets, etc. The junior clerical tasks 
involve gluing, pasting, or otherwise affixing labed.s and book pockets, 
reinforcing and mending books, pamphlets, AV storage boxes,, record cases, etc; 
and processing books and AV materials. 

Qualifications: Two years college or A t A # degree in library techniques 

for T.A, ; high school diploma for senior clerk; two years high school for . 
junior clerk. Must be able to copy and. compare accurately; to compute cost of 
.binding; to take instruction and to work out details of problems within estab- 
lished procedures; to per form . simple adjustments and repairs on equipment; to 
prepare equipment . for operation; to follow detailed instructions; and to read 
simple instructions. 

\ 

Comments: The T.A. and clerical tasks are somewhat underrated for academic 

libraries. These employees must be able to "copy” and ’’match 11 foreign languages 
on book pockets, cards, binding orders, etc. They must be able to keep very 
complex records on the thousands of items that a large library sends to the 
bindery every year. The junior clerical level seems adequately scaled. 
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PATRONS' SERVICES LIBRARIAN, ASSISTANT 

Job Summary: These tasks should be performed on the senior administrative 

% 

level. Large libraries will have an assistant director for public services who 
will plan, initiate, coordinate and supervise all 6f the public services for the 
library in support of the programs of the college or university to meet the 

needs of faculty and students. The assistant coordinates* the library’s physical 

% ■ 

facilities and forms a liaism^dJtiL outside groups of faculty and students who 
wish to use them. 

Qualifications: MLS plus several years experience in public services. Must 

be able to analyze needs of campus and plan programs to meet these needs; to 
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negotiate with campus representatives; to supervise staff; to collect data, 
establish facts and draw conclusions; to speak effectively and persuasively" 
with faculty and students; and to explore, delineate and solve undefinable 

t- ■ r 

problems. The T.A. requires two years of college or aii'A'.A, plus some library 
experience. Must be able to coordinate use of library facilities by many 
groups; to resolve .problems growing out of administration of existing policies; 
to solve practical problems where little standardized action exists; and to 
speak extemporanesouly on a variety of subjects.- , 

Comments: These functions are very important in academic libraries since 

they can do much to improve relations between- the library and its public. It. 

should be emphasized that formulating public services policies, is a senior 

\ 

administrative function. In smaller libraries it will usually be done by the 
director or his assistant. 

AUDIO VISUAL LIBRARIAN 

Job Summary: This task cluster contains an extensive list of duties 

relating to managing an active, curriculum-related audio visual program. Duties 
include administration of program and staff, relationship- with faculty and 
students, "consultant" services to faculty, and counseling students. 

o 

Qualifications: MLS plus experience in AV section of library. Must be 

able. to analyze need, plan programs and coordinate them with curriculum; to , 
supervise staff, consult with faculty, negotiate with administration, counsel 

i . * 

students; able to prepare and set up AV ‘equipment; to define and solve complex 
problems; to write reports, speeches; to speak publically on AV program; and to 
gather data through surveys and utilize it to sqlve problems. 

Comments: Mosjt tasks seem adequately clearly written and. scaled fairly. 

Task 0172 is overscaled. This is not a professional job- -could probably be 
handled by a high school graduate with technical training in AV equipment, 

AUDIO VISUAL TECHNICIAN AND -CLERK 

Job Summary: The T.A, tasks include reviewing, testing, and recommending 

new AV equipment; preparing catalogs of available equipment; training students 
to maintain and operate equipment; producing annotated . lists'Vof films; recommend 
ing proper' equipment for student use, etc. The clerical tasks include inven- 
torying equipment regularly; teaching students to use equipment; performing 
clerical tasks for faculty; schedulmjcomputer access; demonstratiHfj equipment; 
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other routine filing , and typing duties as assigned. 

Qualifications: T.A.: 2 years post high school training preferably in • 

I % - • 

mechanical area; senior clerk: a high school diploma;- junior clerk: 2 years 

of high school. Must be able to -read and follow moderately complex instructions; 
to compare and translate tes^ scores; to compile lists; to consult and interact 
with students and faculty; to operate machinery, and perform minor repairs; to 
solve concrete practical problems; and to write brief reports and speak before 
small groups. 

Comments: These tasks seem fairly accurately scaled. 

circulation: librarian 

Job Summary: This level includes the tasks listed under Department Heads 

in addition to these specifically circulation functions of organizing circulation 
statistics; designing and developing procedures for transfer of materials between 
branches; handles sensitive problems with. faculty and students; organizes and 
establishes, fine system, filing policies, etc.; discards damaged books; and 
conducts inventories. 

Qualifications: MLS plus experience in library. Must be able to analyze, 
organize, coordinate, and plan; to supervise a large staff; to operate and set 
up circulation equipment ; to collect data, establish facts, drav7 conclusions, 
interpret results; to write reports and statistical analyses; to write public 
announcements; and evaluate procedures and set up standards for fhem. 

Comments: These tasks seem terribly underrated for an academic library.. 

Many academic libraries how have fairly complex computer based circulation 
systems which require sophisticated management. Task 1355--conducts inventories 
is scaled for an educational level of 1 or 2 years of high school~-what would a 
high school sophomore know about conducting an inventory of a million or even 
a half a million volumes? Many touchy public relations matters have teen assigned 
a non-professional educational rank here. They are at a decided disadvantage 
in dealing with faculty and graduate students. 



CIRCULATION ASSIS TANT ■' 

Job Summary: These tasks involve scheduling and supervising clerical 

assistants at the circulation desk; supervising registration and fine sub-routines-; 
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handles locates; identifies damaged materials ; supervises stack assistants; and c 

selects books .for display according to various criteria. , • 

\ 

Qualifications: Two years of college or A. A. degree. Must be able to 

analyze problems; to coordinate staff; to supervise staff; to set up and operate 
circulation equipment;* to solve practical problems with few standardized pro-* 
ccdures; to compute fines; to write short reports and memos; and to evaluate 
A staff performance. 

Comments: These tasks seem underrated as did the professional ones, In-, 

formation desk duty often includes helping patrons to use the card catalog--this 
needs more than 2 years of high school, Most of these tasks invoTlve considerable 
knowledge of library routines and policies and should not be left to persons who 

have not completed high school, 

* • ' 

CIRCULATION CLERK 

Job Summary: , The tasks on this level include simple clerical routines .. < 
involved in circulation, reserve books, overdues , locates, statistics, marking 
shelves, shelving, and paging. 

Qualifications: High school diploma for senior clerk; ?. years high school 

.. > 

for junior clerk,. Must be able to compute fines; to copy and compare accurately; 
to take Instruction wellj^to operate circulation equipment; to follow simple 
but detailed written instructions; and to solve simple problems following library 
procedures. 

Comments: There are a large number of tasks that require very little 

* "■ . 

educational background in circulation. This area lends itself to attempts to 
utilize those with a lower educational level. 

INTERLIBRARY LOAN LIBRARIAN 

.Job Summary: Tasks in this cluster involve the normal department head 

duties plus approving or disapproving requests for service. 

Qualifications: MLS. ^Must be able to analyze data; to take instruction 

and -to exchange information; to collect data, establish facts, and draw valid 
conclusions; to write reports, announcements, memoranda; able to work out 
procedures and. set up standard for others to follov 7 . 

Comments: Very few professional tasks have been identified in this area, 

and they seemto be terribly underscaled. The interlibrary loan service can be 
one ojhjthe important contacts between faculty and library. A large academic 
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library may have 12,000-18,000 ILL transactions in a year. It may lend books, 
tapes, microfilm, microf ische, records, etc. The professional trains the 
clerical staff in bibliographic searching- -use of a complex card catalog, union 
lists, national bibliographies, etc. 

INTERLIBRARY LOfrN ASSISTANT AMD CLERK 

Job Summary: The T.A, tasks on this level include: sorting interlibrary 
loan requests and assigning them to staff on the basis of learned routines; 
conducting more complex searches, and approve^ the sending of materials . The 
clerk processes applications , maintains files, operates TWX, sends form letters, 
photocopies materials, etc. * . 

Qualifications: Two years college or A. A. for the T.A. ; high school diploma 
for the senior clerk; two years high school, for the junior clerk. Must be able 
to copy and code, compare, translate, compile, analyze and organize information. 
Must be able to. take instruction, exchange information, persuade patrons; find 
supervise staff; must be able to type, operate TWX, to store and retrieve in- 
formation; must be able to foil detailed written instructions and to apply 
procedures in the solution of problems. » 

Comments: Tasks 1254 and 0294 on the T.A. level were upgraded to reflect 
the supervisory nature of the former and the problems that could be involved 
in the latter, i.e. instead of a simple search, it could require use of such 
items as Wings’ Short Title Catalog and would have to be searched by someone 
skilled in bibliographic routines. Task 0807 looks extremely simple; suppose 
the. request involves an o.p. journal in a foreign language? It can be devilishly 
difficult to find. On the clerical level>there are few questions about the 
adequacy of the ratings. However there seems 'to be a number of tasks being 
performed that don’t need to be; i.e. 0840 (one part of standard interlibrary 
loan form can be sent), 1331 (fill in standard interlibrary loan form) , 0258* 
(standard interlibrary loan form), 1352 (standard interlibrary loan form). 

Task 1227 could only be performed in a very small operation--it is easier to file 
one copy of the interlibrary loan form by date due. . * 



REFERENCE LIBRARIAN 

o 

Job Summary: These duties include, developing a reference program to meet- 

the needs of faculty and students; selecting reference materials; advising grad- 



xiate and undergraduate students in bibliography ; developing and conducting 
traingin programs for non-professionals; visits classes and discusses class- 
related bibliographic tools; provides reference assistance both in person and 
over the phone to library patrons. 

Qualifications: MLS. Must be able to analyze, organize, plan and coordinate 

services; to consult with other professionals; to advise on and guide- the develop- 
ment of bibliographic skills of graduate students; to comprehend and relate 
abstract concepts and principles; able , to read and comprehend a variety of 

difficult and abstract forms; foreign language competance; able to delineate un- 

\ • 
definable problems and devise investigations for their solution. 

Comments: Reference work scored fairly high in most of the scales. There 

are a few tasks that seem questionable: 0323, to have nonprofessionals conducting 

training prograinSj for nonprofessionals seems like the blind leading the blind; 

1552 conducting conferences of professionals and faculty to identify new 
reference materials is definitely not a nonprofessional task; 0303, a professional 

■* t . . 

\usually keeps his own 'file of "hard to locate"- queries; it is the professional 

who finally locates the information; 1408, a professional librarian ought to be 

providing reference services in a college library --there might be fewer "unanswer- 

able n \quest ions; 0529, perhaps this is a badly written task statement, but it 

is not\it: all clear what it means; 1301, in wliat field does a person *with 3-4. years 

of high school have the competance to select indexing terms? Tasks. 0346 and. 1191 

cause one to pause. Although reference staffs are ofteii terribly overworked 

and really cannot ’ assume extensive bibliographic searches .that would be useful 

only to a tinyXand highly specialized segment of the community, the condescending 

tone of these tasks seems inappropriate. In general, the reference area was 
\ ’ 
thoroughly and fairly represented in these tasks. 

• • \ . ^ .. . ' 

Reference assistant and clerk 

; 

Job Summary: These tasks involve directly supporting professional librarians 

iii the following areas: serving on information desk and performing ready refer- 

ence services; files vertical file materials; arranges and types . annual lists of 
journals and serials; prepares simple bibliographies; prepares author lists, etc. 

Qualifications: Two years of college or an A. A. degree. Must lie able to 

c.ompilc, .analyze, and organize bibliographies, vertical file materials, lists of 

■ x ^ 

serials, etc,; to clarify and obtain information from patrons;** to follow detailed, 
written instructions and to solve practical problems dealing with a variety of 
concrete variables ; and to write brief reports. 

. C \ ‘ # . 
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Connnent sY " "1'fie • tasks. secyn <quite. -underrated here. The two clerical .ta sics, 
would probably have* to be. performed by "the same person,., simply because it is ' 
not feasible to hire anyone elsV to do.thcm. 

... * ' 

I’iioxo lab technician AND : assistants, 



L 



Job Summary: The T.A. supervises the department. The assistants (on tire 

senior and junior clerical levels educationally speaking) operate tfiicrofilm, 
motion picture, and still cameras; develop the 'films; enlarge cind reduce size; 
and produce slides and otlfer audid visual meterials. • 

Qualifications: High school diploma for the T.A. plus some additional 

' ' ■ ■ ‘ I * 16 ■ v * , 

technical education.- The others need two or three years of high school plus 
some technical courses or experience. Must be able to organize and coordinate \Y:;v 
work flow; to supervise staff and take instruction; to prepare, set up,, operate ^ 
and maintain a variety of photographic equipment; to solve practical and tech- 
nical problems; to write short reports ; and to work out own solutions to prob- 
lems within certain specified procedures . 

- . * . A ‘ 

. .Comments: Most of the tasks -seemed to be scaled too low, accordingly they 

wei*e raised to allow for some on-the-job training. 

• r. ' : 

, ' , maintenance custodian 

Job. . Nummary : Cleans, maintains and perfoi'ms simple repairs on building 

and equipment. . 

Qualifications: Little schooling required, but should be atxlc# to read 

instructions for maintaining 'furniture and equipment and to write sufficiently 
to leave short notes for library personnel. Must be able to analyze the vorh 
that should be perfox*med; to set up, prepare, operate, and/maintain his equip- 
ment; to order and store his supplies; to solve elementary ’problems with several 

.v # 

concrete variables; to supervise a crew of men if the building is very largo; 

« - * I . • 

able to work out problems within standard procedures, . # 

Comments: In most academic libraries thei~e functions arc performed by 

\ * " 1 i 
Buildings and Grounds and the library has little control over them, 

9 

GENERAL PRO FESSIONA L TASKS 

In this area all the task", that could be performed- by any staff member havei 
been clustered. Many of them have to do' with publication, professional organi - 
zations, professional reading, attendance at seminars; .conferences, symposia, 

- 51 . ■; ’ • 
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etc. - All professionals should be strongly, urged to engage: in'" such activities. 

There are two -tasks that ore rare, in any. library situation, . Ta”sk r 05A0, 
"Serves as member of review panel for ilr. D . committee hearings", is „ one . 

Under ordinary circumstances, only ^faculty members are. permitted on such com- 



mittees and the librarian involved would probably have to' possess a Th.D. in 
a v subject field and hold a double appointment^as a librarian and as a professor, 
Task 1256 is the^ second. Again this would require advanced degrees in a sub-? .. 
ject field and’ the possession of: a double appointment. ' ” ' ■ > 



GENERAL CLERI CAL TASKS " 



These duties- can be performed by clerks . anywhere in. the' library system. 
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